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Indian Standard
GUIDELINES FOR PLACEMENT OF IMAGES IN ROLL MICROFILM
0. FOREWORD
Indian Standard was adopted by the Indian Standards Institution on 11 February 1980, after the draft finalized by the Documentation Sectional Committee had been approved by the Executive Committee. 0.2 Microfilming is being increasingly used in archives, libraries, record offices, information centres and other academic'research institutions for making copies of articles, rare books, manuscripts, records and other information material. It is desirable to adopt a uniform practice for This arrangement and sequence of text including bibliographical details. will facilitate their use, retrieval of contents and exchange between different centres. 0.3 In the preparation of this standard, taken from the following publications: IS0 Dot: 1116-1975 Microcopying spools and reels, International considerable assistance has been

0.1 This

16 mm and Organization

35 mm microfilms, for Standardization.

l-E.SD/lO Rules for the titling of microfilm ( microfiche and International microroll film) of records and manuscripts. Microfilm Committee. Budapest. 1975. Council of Archives.

1. SCOPE 1.1 This standard specifies sequence, order and placement of images in microfilming of records, books and other publications and also sequence It covers of bibliographical data for quick identification and retrieval. 35 mm perforated and unperforated microfilms. 16 mm and Requirements of this standard do not necessarily apply to microfilm strips.
3
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and processing requirements

1.2 The quality IS: 3083-1966*.

shave

been

covered

in

2. ARRANGEMENT 2.1 Materials

OF MATERIALS

FOR COPYING

for copying shall be arranged in proper sequence. Indication of the missing page or pages, if any, shall be given in its appropriate place before microfilming of the succeeding page either in a separate exposure or as an exclusive part of the succeeding frame. 2.2 Where more than one copy is available, used for microfilming. the most legible copy shall be

2.3 In case of damaged or illegible documents, give a suitable indication to this effect. 3. MICROFILMING

it would

be desirable

to

SEQUENCE
to that
in lvhich

3.1 The sequence of microfilm images shall correspond original text and shall be in the same order and direction are to be read.
4. PLACEMENT

of the
they

OF IMAGES
below:

4.1 Details

are as specified

There a>

shall be a leader of not less than 50 cm before the start of There shall be a trailer of not less than 50 cm at the images. end of the text. The distance of the text or the useful part of the images from the edge of the non-perforated film and from the inner edges of perforation of the perforated film shall not be less than I.00 mm fbr 35 mm film and 0.5 mm for 16 mm film. The images shall not overlap and the distance between adjacent frames shall preferably be not less than 1'00 mm for 35 mm film and 0.5 mm for 16 mm film. Depending upon the size and characteristics of the documents may be filmed either one page or two pages frame. The images may be either with the lines of text at angle to the edge of the film ( tine format ) Fig. 1, or with of text parallel to the edge of the film as in Fig. 2 ( comic format ). text, in a right lines strip

b)

cl 4

*Code

of practice

for processing

of microfilms 4

( silver

halide

).

1A One page in a frame FIG. 1

1B Two pages in a frame

FRAMES LENGTHWISE WITH LINES OF TEXT AT RIGHT ANGLE OF FILM (CINE FORMAT)

2A One page in a frame

2B Two pages in a frame

FIG. 2 IMAGES WITH LINES OF TEXT PARALLEL TO EDGE OF FILM ( COMIC STRIP FORMAT ) 5. PROCEDURE

5.1 The first exposures sequence to indicate:

of each roll shall include

targets in the following

a) b)
c)

Start of copying; Name of the microfilming Date or the year of filming; Heading area ( see 7 ); and The title, contents and index.
it is desirable a target indicating the reduction ratio may be

organization;

4 e)

included.

NOTE- Where

5.2 The last exposure shall include a target which shall record `END' in case of the text ends, or ` Continued on Roll No . . . . . . . ...' when the microfilming of the text is continued on another roll.
5.3 In case of any frames technically defective, or pages inadvertently omitted during microfilming, the particular pages should again be microfilmed Lvith target RETAKES indicating page numbers, and should be spliced at the end of the roll. 5

IS : 9450 - 1980 6. TARGETS 6.1 The
dimensions microfilm. 6.2 targets except (e) as to be legible of 5.1 shall and readable be in block letters, without magnification on black be 3-4 of such on the

It shall preferably

be made

of white letters there shall

background. blank exposures

6.3 For long runs, after 7 to 8 metres to provide flash targets. 7. DETAILS

OF HEADING

AREA
area are given in 7.1.1 to 7.1.2.3. of to

7.1 The details of the heading

7.1.1 The height of the heading area is determined by the width Therefore its width may vary according exposure track on the film. the needs of technical possibilities. 7.1.2 The heading area is divided direction into three parts ( Fig. 3 ): a) For scripts Left area area area read from right Central Right b) perpendicular to the

reading

read from left to right ( Fig. 3A ): Identification Archivographic area Sequential to left (Fig. Identification Archivographic area Sequential area 3B ): area area or bibliographic area area or bibliographic

For scripts Right Central Left area area

area

area as illustrated

3.4

3B

IA = Identification area AA = Archivographic area or bibliographic area SA = Sequential area

FIG. 3

DIVISION OF HEADING AREA 6

IS:9450-1980 7.1.2.1 Identzjkation area - This area is intended for formal identification and classification of the microfilm rolls by means of archive or library classification marks and numbers of references and inventories as shown below. This area may be left blank for use by the end users. 11'. A. I. Private Papers Tagore Collection National Library District Gazetteers u. P.

7.1.2.2 Archivographic or bibliographic area - This area is intended for document information that is archivographic or bibliographic information on the documents reproduced. This shall include the name of the country in which the documents are kept, the name of the institution or person possessing the documents, the designation of the main archive group, collection to which the documents belong, the description or title of the documents or the archive sub-group they constitute and an indication of the volume of documents. INDIA, VISHWA BHARATI, SHANTINIKETAN TAGORE DIARIES 25 MARCH 1937 to 10 DECEMBER 1940 (41 ) Examflle 2: NATIONAL INDIA, HINDU OPINION 2 APRIL 1863-5 MAY LIBRARY, 1892 (1405 ) or legal binding shall be CALCUTTA

restriction Any notice of ' copyright' microfilmed in this area in the lower part.

7.1.2.3 Sequential area - This area represents the sequential numbering of microfilms containing the documents specified in archivographic or bibliographic area.
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